25X1

- MEMORANDUM FOR: __ Gemoral

SUBJECT s

Approved Fonglease 2005/04/21 :
SIECRj

Counsel

i

iRDP57-00384@4001 00130101-7

o 8 November 1949

Management Offiber

Draft of Adminisﬁrative InSﬁfﬁéfﬁom;ré Officelsymbols
1. There is reproduced beloﬁ & draft of pfo@oéed'Administrétive
Instruction concerning office symbols.

2. Request that you forwardfyour conments or concurrenée to this
office by separate memorandum by 14 November- 1949.

ADIITNISTRATIVE TUSTRUCTIOIN ..

SUBJECT: Office Symbols . .- .

A
Director o ;
Deputy Director .

Managenent Staff
Budget Staff
Personnel Staff

Coordination Operationms and
Policy Staff : E

Advisory Couneil: . -

Legal Staf

Inspection and Security Staff

~ (Chief and Deputy)

Administrative Staff
Personnel Div,
Fiscal Div,
Serviceg Div,

Special Support Staff
Enployees Div,
Finance Div,
Procurement and Supply Div,

—1.-1

eer
fnivo e . DDOT
Executive and Deputy . -~

1. A uniform system of office symbéls for the purpose of sinplifying
and expediting the routing of -documents is hereby estsblished. The
following symbols will be used o -designate the various staff and operating
offices of CIA when such use is appropriate: - - ' :
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ORE (Asst. Dir: and Deputy) RE.
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2. Assistant Directors and Staff Chiefs will establish symbols
for the divisions and branches’ u1tth Qhelr regpective offices based - o
upon the method set forth below, The llst of svmbols will be promulgated o
by means of Office Operating Tlemoranda, two copies of which will be - -
furnished the Library Division, CCD:

. a, Below the O0ffice and Staff level a system of numbers and-
letters will be used, Divisions will be designated by numbers
beginning with 1, For example, the Library Division, OCD, mlght
be designated CD1, the Liaison Division, OCD, might be de51gnated
CD2, Branches v1th1n these divisions would be designated by
letters beginning with A, For euample, the Bibliographic Dranch,
Library Division, OCD, night Be d651gnated CD1A. The Archives
Branch, Library Division, CCD, might be designated CB1B.
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